FLEX Program Instructions

IMPORTANT! The Flex system will NOT work unless your Pop-up Blocker is turned off. The box will
NOT open for you to complete this activity and you will NOT be credited. Click on Tools in your Menu
Bar, top of screen, click Pop-up Blocker and make sure it’s turned off/disabled.

1. Log onto Flex in one of these ways

e On Campus, type into your browser: www.flex & press ENTER key
e Off Campus, type into your browser: http://flex.yosemite.edu/ and save to Favorites

e Off Campus, type into your browser: www.mjc.edu, click on “Current Students”, click on
Faculty & Staff Support, scroll down and click on “Flex.”

2. AtLogon, enter:

User name: Lastname, first initial (unless your name is different) same as your YCCD Logon (ex: Melissa

Beach is beachm)
Password: Same as your YCCD email password
You will see the following:

= Flex - Home - Windows Internet Explorer

@ v | 2] htpsg o Fexihome aspx v+ x o~
Fle  E Iook  Help

& con

W | @i Hone I % - B - & - [=reage - ook -

Home UserRecord Calendar Independent Proposal Help Log Out

Home - Faculty and Staff Development 2010 - 2011

Click on Loge to View Last Vear

Account Information For:
Name Melissa Beach
Position: Management
Division Other

Faculty FLEX Obligation:
Obligation:
Enrolled:
Satisfied:
Outstanding; 0

FLEX User Accounts (Administrative Use):

Select a User to Review | [ View User ] [ Change Back to Original User ]

omo

No new Workshop Proposals to review.
SHOW: Cancelled Hold Unapproved Approved

Upcoming Workshops:

View All Workshops

Workshop Dates: 10/14/2010 To 11/13/2010 v
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Independent Activity

Click on Logo to View Last Year

Account Information For:
Name: Melissa Beach
Position: Management
Division: Other
Independent Activity Request:
Fill out the form below to request approval for an independent FLEX activity.

Semester: | Fall v

Activity Tile:

FLEX Hours

Start Date:
(Format: 5/29/2006)

End Date:
(Format: 5/29/2006)

Description:
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IMPORTANT! NOTICE
YOU ARE IN PRESENT
YEAR 2010-2011 (to
access previous year, click
on rectangular logo “2010-
2011” and this will take
you back to “2009-2010.”

To enter an Independent Activity: click on
“Independent” button at top right. (Enter
Independent when the activity you want to
participate in is NOT listed on the Flex
Calendar and/or it is only you that is
participating. If there are several MJC
instructors participating, you will want to
enter as “Proposal” to post to the Flex
calendar.) An Independent Activity box
will open like this. Fill in all information &
be sure to click SUBMIT button. Your
division dean will receive your request for
approval. Please be sure to provide enough
detail in your Description that qualifies this
proposal for professional development.
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Faculty FLEX Oblgation: button next to this activity. If it was a
el workshop, you will be immediately
i 0 credited. If it was an INDEPENDENT
Uncompleted Workshops and Activities aCtIVIty, a bOX WI” Open for you tO type a
Uncompleted Workshops brief summary explaining the event and
%8027 AHC Dept. htg.. Fall 10Daﬂ Friday 82712010 Complete Drop ShOWIng you dld attend' Hlt COMPLETE
5047  Fall Institute Day 2010 {IMomning Sessicn) Friday 827/2010 Complete Drop agai n .
Uncompleted Independent Activities o
¥ @ Internet #100% -

3. Proposal: you will click on Proposal at top right when you want to add an activity to the Flex calendar. You
do this when you know at least 5 or more MJC faculty will be attending, otherwise you enter an Independent
activity. The box looks like this, asking for: Semester, Title of activity, Date, Start & End times, Location, etc.
Fill in the information and Melissa Beach will receive to accept/deny or request changes. If accepted, your
activity will be added to the Flex calendar and you will be emailed with the Flex number.

72 Flex - Proposal - Windows Internet Explorer [BEE]
@ i’, ~ | http:ffumms FlexfpropForm, aspx |4 x Pl

Fle Edt Wiew Favorites Tooks Help
@ corvert ~ FRSelect

i = IMPORTANT! Again, after you
have participated in this activity,
you must log back onto FLEX,
E—— el click on your User Record and you
beiies Wanegement will see it listed under
I “Uncompleted Workshops &
Please fill in information below and click "Submit" button te submit a proposal. ActiVitieS.” You Will need tO click
R on the red COMPLETE button and
Workstop Tite will be immediately credited.
Initial Mezting Date (Format: 5/29/2606)
Additional Meeting Dates:
Start Time: End Time:
(Format: 4:20PM) (Format: 4:30PM)
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Other Flex information

How many hours of Flex do you owe? Full time faculty owe 28 hours per year (July 1-June 30). Part-time and
Overload owe approximately ¥ the hours of their weekly teaching assignment. (Ex: You teach 10 hours per
week, you would owe 5 hours of Flex for that semester.)



